DRAFT Deliberative 


Day in the Life ofthe OS FOIA Office^ 

The OS FOIA Office (Office) has 7 FTEs (OS FOIA Officer, 5 processors, and 1 admin staff) to 
process all incoming FOIA’s to the Office of the Secretary. For the past year, the office has also 
had 1 contractor assisting with intake procedures —though position vacant for two months. 


Intake 


All incoming FOIA requests are received via email, fax, or mail and are processed as follows: 


1 ) 

2 ) 

3) 

4) 

5) 

6 ) 


Each FOIA is uploaded into the Electronic FOIA Tracking System (EFTS) and data 
fields are completed: 

the scope of the request is clear and fee issues resolved 
A determination is made on what would entail a reasonable search for records de 


A physical file is created for each incoming FOIA as well as an electronic folder in the 
F-Drive to retain ALL records associated with the FOIA request-ar cradle to grave 
system ; 

If the FOIA cannot be immediately perfected , the Office will contact the requester to 
clarify the request. This can sometimes take days. 



Once the Office has determined the issues above, it completes the following tasks 


1) prepares and sends an acknowledgement letter to the requester, which 
includes among other things, the EFTS-issued FOIA tracking number and 



Typically, the searches conducted by the Office are placed in the simple or 
normal track. Additionally, normal tracks may involve records that usually 
do not require any complex redactions or significant review process, such as 
calendars or visitor logs. The other tracks for processing, complex and 
exceptional/voluminous, are assigned for FOIAs that require extensive 
custodial searches or very complex review and processing (i.e., highly 
sensitive records, equities, etc). These FOIAs could take months or even 
years to close. In addition to the traditional process of requesting records 
from custodians, the Office has recently had limited opportunity to utilize 
the email Enterprise Records and Document Management System 
(eERDMS) to collect email records from certain custo dians. Each FOIA is 
now reviewed for ii> potential for an ef.RDMS search 
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2) determines if it will conduct a search for records (i.e, via the Document 
Tracking System (DTS) or previously released records), or send out via email a 
request(s) for records. 

Requested searches for custodians in the Office of the Secretary range 
from a single individual to as many as 30 custodians per each FOIA 
request. Response time for records has gone from several days to several 
weeks or months to no response at all. 

3) assigns a processor for pro cessing the FOIA; and 

4) responds to calls or emails custodians . li har e 

questions or concerns about a specific FOIA request. 


This stage in the process has increased sharply due to the nature of the incoming FOIAs. These 
calls or emails may then impact the ultimate final scope and/or fees of the FOIA if custodians 
raise particular issues. On some Mondays, the Office is greeted with as many as 50 new requests 
to process from the weekend. This intake processing is largely done by 1 FTE and 1 contractor, 
if available, and overseen by the OS FOIA Officer. 


Due to the unprecedented volume, the intake proc ess that was completed in 24-48 horns on a 

dii /_iv 4 i ; i m u- vV.c!.d 'AddA ’’ 

With the increased volume of incoming FOIAs, admin and processing staff have not been able to 
conduct regular follow-ups with cu stodians for records, which has contributed to the increased 
volume non-response litigation. 

Average Total Time for Intake Action/per person : 


Processing 

Once the Office has received records from one or more of the custodies - either all at once or in 
a rolling production, the processor performs the following: 

1) review’ the records for both responsiveness and apply appropriate exemptions; 

> This may entail conducting research via the internet, talking directly to the 
custodians about the nature of the records, consult with other bureau FOIA 
officers familiar with the subject matter or the actual records, conduct equity 
reviews, or private entities who have knowledge of t he records. This stag e is 
where the majority of time is spent by the processor. 

> Once the review process is complete, the processor prepares the package for the 
OS FOIA Officer review. If exemptions have been applied to the production or 
the matter is sensitive, the p ackage is sent to the Division o f General Law, Office 

review. After 

consultation with the Office oitneSoliator/tneprocessor may need to make 
changes to the package. 
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Once the package is returned from the solicitor’s office, the processor reviews it 
for any DOI political staff named on any pages in the package. Once he/she 
determines the names, an email is sent to all named senior staff for a 72 horn 
awareness review and 5-day review requiring for the DSCOS and Deputy 
Solicitor for an affirmative response. The Deputy Chief of Staff, Director of 
Communications, and the Deputy Solicitor are cc’d on each package. The 
processor then pings those who have not responded. The pac kage will not be sent 
imtil all individuals sent the email; respond in the affirmative. 


Depending on staff levels, the Office may attempt to do rolling productions. However, at the 
present time, it has been difficult to keep track of when records are received, especially when the 
searches are partially fulfilled. Tims, the Office has typically waited imtil it is clear that all 
searches have been completed and records produced. 

Once the awareness review is complete, the processor finalizes the package and releases it to the 
requestor (via email or traditional USPS). If the records respond to 3 or more requests, or the 
Office is likely to receive 3 or more request a sking for the same records, the processor then pos ts 

the released records to the OS FOIA libian I OT-.. ’ 


Average Total Time to Process : 

In FY 2018, processing productivity for OS FOIA Processors (pages/processed) is as follows: 
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